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Welcome 


Roanoke-Chowan Community College is committed 
to providing comprehensive educational opportunities 
for all the adult citizens of Hertford, Bertie, Gates, and 
Northampton Counties. To help fulfill this commit- 
ment, the Learning Resources Center (LRC) provides 
various services and media for student and patron use. 


Open to all adult patrons, the LRC provides a system 
of acquisition, control, and maintenance of print and 
nonprint media to meet the research, individualized 
study, general, and avocational needs of its patrons. 


This handbook has been prepared to help you use the 
LRC and to acquaint you with procedures and personnel. 
Your regular use of the resources will contribute to your 
success as a student, as well as help you develop a life- 
long interest in and utilization of the LRC. 


Much effort has been put forth to make the LRC 
beneficial and convenient. Its staff is congenial and 
willing to offer assistance whenever needed. Your 
frequent use of the LRC is encouraged now and in 
the future as a life-long learner. 


Learning Resources Center Layout 


Alternative Learning Center (32) 
Alternative Learning Office (29) 
Audiovisual Department (34) 
Audiovisual Software (33) 

Book Return (20) 

Bound Periodicals (8) 

Circulation Desk (21) 
Computer-Assisted Instruction Lab (27) 
Copy Machine (37) 

Current Periodicals (5) 


Display Case (2) 

Entrance (1) 

Index Tables (6) 

Internet Access (11) 

Job Listings (9) 

LRC Offices (23) 

Learning Center Books (28) 
Leisure Reading Area (4) 
Library Catalog (30) 





Microfiche (14) Reference Collection (7) 


Microfiche Readers (10) Reserve Section (22) 

Microfilm (15) Small Group Study Rooms (35) 

Microfilm Reader/ Printer ( 17) scrapbooks (18) 

Newspapers (19) Stacks (36) 

Pamphlet File (13) Testing Table (31) 

Paperback Best Sellers (3) Typewriters (26) 

Picture File (12) Unbound Magazines (25) 
Workroom (24) 
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Roanoke-Chowan Community College 
Mission Statement 


As a member of the North Carolina Community College 
System, the mission of Roanoke-Chowan Community College 
is to provide educational opportunities to all constituent 
individuals and groups commensurate with their needs, 
interests, and abilities. These educational opportunities are 
designed to minimize barriers to post-secondary education 
and to enhance the quality of life for those individuals and 
groups seeking to improve their lives and well being. 

The College provides comprehensive life-long learning 
opportunities in the following areas: basic education and 
literacy improvement; occupational and workforce educa- 
tion, training and retraining; quality academic education; 
services to communities which enrich the lives of citizenry; 
and services to individuals, businesses, and industries to 
support economic development. 


institutional Goals 


1. To provide quality educational and training programs 
necessary to meet the workforce needs of the College’s 
service area. 


2. To support faculty, staff, and students in the develop- 
ment and application of emerging technology in both 
instructional and work environments. 


3. To promote student retention, achievement, and success 
by providing a variety of services and resources. 


4. To build and maintain cooperative relationships with 
constituent institutions and agencies in order to support 
their educational needs. 


To expand public awareness of and support for the 
College. 


To utilize effective and efficient management practices 
which enhance the quality and accountability of College 
operations. 


To provide facilities, equipment, and other learning 
resources to support the educational and training 
objectives of the College. 


To promote economic growth and development by 
providing programs and services to meet the needs of 
public and private sector employers and individuals. 


To provide community service facilities and activities 
which support local, civic, economic, educational, and 
social needs. 


Learning Resources Center 


Purpose and Goals 

The purpose of the LRC is to support the College in its educa- 
tional, research, and cultural endeavors through careful selection, 
acquisition, organization, interpretation, and access to information 
resources. 

This purpose is met through the following goals: 


1. To provide a well-equipped, comfortable facility 
conducive to study and research. 


2. To select, acquire, organize, and make easily 
accessible materials of various complexity and 
type to support the curricula and meet the needs 
and interests of students, faculty, and local citizenry. 


3. To employ an efficient control and search system. 


4. To provide comprehensive orientation and 
instruction enabling users to access, locate, and 
retrieve information. 


5. To assist users in understanding the organization 
of resources, identifying and locating information, 
and utilizing the LRC services. 


6. To evaluate the collection, programs, and facilities 
to ensure the needs of users are being met. 


7. Toshare resources, services, and ideas by cooperating 
with all areas of the College and other libraries, as 
well as with professional, public, and private 
organizations in the community, state, and nation. 


8. To offer curricular and distance education courses 
for credit in diploma and degree programs. 


9. To assist prospective students in removing academic 
deficiencies, thereby enabling them to enroll in college 
programs. 

10. To provide instruction to anyone, 16 years of age or 
Over, in a variety of special interest areas. 


Operating Hours 
_ Monday - Thursday 7:30 a.m. - 9:30 p.m. 
Friday 7:30 a.m. - 4:00 p.m. 


_ The LRC closes at 5 p.m. during semester breaks. It also is 
closed on Friday during the summer session when the College 
operates on a Monday through Thursday workweek. 


General Procedures 

In order to meet its goals, the LRC requires a reasonable 
amount of quietness. Be considerate of others and adhere to 
the following regulations that have been instituted to ensure 
the welfare of all patrons, as well as the preservation of 
materials. 


1. Food, beverages, and tobacco products are not 
permitted in the LRC. 
2. Unattended children should not be left in the LRC. 
3. Return all materials on time. Drop materials into 
the book slot in the circulation desk or in the outside 
book drop in front of the Jernigan Education Center. 
4. Donot reshelve books. Place any books you do not 
wish to check out in the book drop. 


5. LRC phones are for business use only. Public phones 
are available in the student lounge. 


Classification of Materials 

Books are classified according to the Library of Congress 
Classification System. Library of Congress call numbers 
begin with one or more capital letters and group materials 
by subject. Major divisions and examples are as follows: 


A’ General Material L_ Education 
AE Encyclopedias LA History of 
Education 
B_ Philosophy 
BF Psychology M Music 
C History N_ Fine Arts 
CC Archaeology NB Sculpture 
D_ History and topography P Language and literature 
(except American) PS American literature 
E History - American and Q_ Science 
U.S. QE Geology 
F History - Local American R_ Medicine 
and U.S. RT Nursing 
G Geography - Anthropology S Agriculture 
GC Oceanography SD Forestry 
H_ Social Science T Technology 
HQ Family, Marriage, TR Photography 
Home 
U_ Military Service 
J Political Science 
JS Local government V_ Naval Science 
K Law Z Bibliography and 


library science 


Library Catalog—CCLINC (Community College Libraries in 
North Carolina) WebCat 
You will not find the old standard card catalog in the LRC, as 
it has been replaced with computer terminals, The database on 
these terminals includes the holdings of most libraries in the 
North Carolina Community College System. The easy-to-use 
terminals offer several advantages over the standard catalog. 
These include: 
1. Information can be located more quickly and more 
easily. 
2. Bibliographies can be created and printed. 
3. The ability to determine whether or not a book is 
available or checked out; if checked out, when it is 
due back. 
4. The ability to place a hold on a book that is checked 
out or located at another community college. 


5. Each line of information on the bibliographic screen 
is identified. 

6. The ability to see the items checked out on one’s 
library card and to renew those items. 


7. The ability to access the library database from a 
remote computer. 


Although clear instructions and help screens guide you 
through the search process, the LRC staff will provide needed 
assistance. 

To access WebCat at home, enter the following web address: 
http://www.cclinc.ncccs.ce.nc.us. This address will take you 
to the homepage for Community College Libraries in North 
Carolina. Scroll to and click on Roanoke-Chowan Community 
College to begin your search. 


Finding Books or Audiovisual Software 

The library catalog, WebCat, lists all books, magazines, news- 
papers, pamphlets, and audiovisual software in the LRC, as well 
as in other North Carolina community college libraries. Therefore, 
you will need to use the computer to find materials. 

When searching for a book, for example, begin by checking 
WebCat. Searches can be done in three different 
manners: typing in the title of the book, typing in the author's 
name, or by typing in the subject you are researching. 

After locating the book you need, write down the complete 
call number and then proceed to the appropriate area of the stacks 
to locate the book. Signs on the shelves indicate what is located 
on each row. 

A Library of Congress call number looks like this: 








Complete Ref Location symbol 
Call NA Library of Congress 
9127 classification number 
Number W2 
B85 Cutter number 


Some call numbers have abbreviations or location symbols 
above them to indicate that the books are housed in special places. 





location symbol /abbreviation location 

odFs, Video Tape, Film .......... Audiovisual Collection in the 
Alternative Learning Center 

LOLS oe ee centre nee CAI Lab 

Pear gt tec. ee eee Alternative Learning Center 

Pape sari een ea ses Paperback Best-seller Collection 

| fda A artery crane nev elma meted Professional Collection 

REGU eee eee Reference Collection 


Finding Periodical Articles 

Articles from magazines, journals, newspapers, and related 
sources can be found in a variety of ways and formats. Two 
main ways are (1) online using NC LIVE and (2) using printed 
indexes. 


NC LIVE 

NC LIVE provides patrons with on-line access to complete 
articles from over 5,500 newspapers, journals, and magazines, 
and subject indexing for over 10,000 periodical titles. 


NC LIVE covers the following subject areas: 


Business Resources 

Children’s Resources 

Education, Psychology, and Social Science Resources 
General magazine and journal articles 

Legal Resources 

Literary Resources 

Medical and Health Resources 

Newspaper Articles 

North Carolina Government Resources 

Reference Resources, Encyclopedias, and Almanacs 
Science Resources 


All of these provide citations and abstracts, and many 
provide full-text articles that can be printed, downloaded 
to disk, or e-mailed. Access to electronic resources on NC 
LIVE is restricted to North Carolina public libraries, com- 
munity college libraries, UNC System libraries, and the 
libraries serving the 36 members of the NC Association 
of Independent Colleges and Universities. 

NC LIVE at Home is available to individual registered library 
patrons. Ask your librarian for the password. 


Printed Indexes 

The LRC subscribes to the Education Index, Business Periodicals 
Index, Cumulative Index to Nursing and Allied Health Literature, 
and Reader's Guide to Periodical Literature in hard copy. Each 
index covers the subject suggested by its title, and all are very 
similar to the Reader's Guide described below. 

The Reader's Guide to Periodical Literature is an index to 
more than 130 periodicals of a general nature. Entries are made 
by author and subject and also by title in the case of stories. All 
entries are alphabetical, making it easy to find an article on any 
subject. Cross references help in finding all information on any 
subject. Maps, portraits, and illustrations also are noted. How- 
ever, to save space, many words and titles of magazines are 
abbreviated. In the front pages of each volume, there is a list 
of abbreviations used and a list of magazines that are indexed 
and their abbreviations. 

Entries in the periodical indexes are arranged alphabetically 
and include the necessary information for finding the articles: 
name of periodical, volume number, page number, and date. 





Example and explanation of a typical Reader's Guide subject entry. 


ELECTRIC lamps 
Build a Spanish-Style lamp the easy way. 
J. A. Lackner. il Pop Mech 136:166-7 O'71 


QW p> 


Elen iak) Et fe8 G 


A - Subject about which the article is written 

B - Title of the article 

C - Author of the article 

D - Name of the magazine (Popular Mechanics) in which 
it appeared 

E - Volume number of the magazine. This is important if 


a magazine needed is in a bound volume or microform. 
- Pages on which the article appears 
G - Date (October, 1971) of the magazine 
H - Article is illustrated. If diagrams, maps, or portraits 
accompany an article, this is also indicated. 


After the name of the magazine, the information needed 
is always given in this order: volume, page, month, date, year. 
Other magazine indexes are arranged and used similarly to 
the Reader's Guide. 
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Finding Newspaper Articles 

Current issues of local newspapers are located to the left of 
the circulation desk. Three months of back issues are available 
upon request. 

NewsBank is a computerized index to 500 larger U.S. news- 
papers. Keyword searches provide full-text articles for 1991- 
current. Articles dating back to 1986 are available on microfiche. 
NewsBank remote access information is available by request 
from the circulation desk. 


Newspaper articles also can be accessed online using NC 
LIVE. 


ee 


Circulation Procedures 


The process of checking out materials is automated. LRC 
materials and library cards are barcoded for easy scanning at the 
time of checkout. 

Library cards are issued to patrons at the circulation desk free of 
charge. To register for a library card, you must be at least 16 years old 
and present a photo Id. 

A validated college ID card serves as a library card for RCCC 
students and staff. A $5 charge will, however, be required to replace — 
a card. 

When you wish to borrow materials, bring them and your library 
card to the circulation desk. RCCC students and personnel must 
present their college ID card in order to check out or renew materials. 
Other patrons must present their RCCC library card. 


Audiovisuals 

Audiovisual software and hardware may be checked out by students, 
faculty, and community patrons for use with nonprofit organizations. 
Items are checked out for one week. Videotapes, however, may be 
checked out by RCCC instructors only. A videocassette procedure form 
must be completed and on file before videotapes can be checked out. 
Diskettes must be used in the CAI Lab. 


Books 

Most library books may be checked out for two weeks and may be 
renewed or an additional two weeks if no request has been made for 
the book. Renewals may be made by patrons online, by bringing the 
materials in, or by telephone. After one renewal, materials must be 
presented for a visual check before additional renewals are permitted. 
New patrons may check out three items initially. After establishing a 
reliable record, patrons are not limited in the number of books that may 
be checked out at one time. 


Periodicals 

The most recent issues of periodicals received are arranged alpha- 
betically by title on the open current periodical shelves. Current 
periodicals may be checked out for two nights, while back issues are 
to be used in the LRC only. Patrons are requested to check out only 
two current periodicals at a time. 


be 


Reference Books 

The Reference Collection consists of encyclopedias, almanacs, 
dictionaries, bound periodicals, periodical indexes, atlases, 
bibliographies, and specialized reference works. These books 
are identified with "Ref" above the call number and are not to 
be taken out of the LRC. 

Encyclopedia Americana Online can be searched by full text 
or title of an article. Internet links are created, if available, for 
every search result. 


Reserve Books 

Books and other materials placed on reserve by instructors 
must be requested at the circulation desk. These materials are 
checked out for use in the LRC during the day. Unless restricted 
by faculty for use only in the LRC, they also may be checked 
out for overnight use from 8 p.m. until 9 a.m. the next day. 

Reserve materials should be returned in the book slot of the 
circulation desk. 


_ Pamphlet File Materials 

Clippings, maps, and brochures of 39 pages or less are 
organized by subject in the Pamphlet File. These materials 
may be checked out for one week. 


Holds 

If a book you need has been checked out to someone else 
or is located at another community college library, you can 
request a hold on the book at the circulation desk or via the 
Request Button on WebCat. You will be notified when the book 
is returned or received from another library, and it will be held. 
at the circulation desk for one week. 


Alternative Learning Center Materials 

Books found in this area are usually self-help in a variety 
of areas. The same circulation procedures mentioned on the 
previous page for library books apply to these books as well. 


Computer-Assisted Instruction (CAI) Lab Materials 
These materials must be used in the CAI Lab only. 
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Overdue Materials # 

If materials are not returned within the specified time, or 
if materials are returned and fines are outstanding, a notice 
is sent reminding you to return the overdue media and to 
pay the fines. If materials are not returned or fines not 
received after the first notice, second and third notices are 
mailed informing you of your responsibility to return the 
materials or to pay the fines. 

You may not check out additional materials or use the 
Internet until delinquent materials have been returned 
and/or overdue fines have been paid. Students must have 
a clear LRC record in order to participate in graduation, 
receive copies of their transcripts, and register for courses 
at RCCC. 

The North Carolina law regarding overdue library materials 
from any state-supported library states: 


"Any person who shall fail to return any book, 
periodical, or other material withdrawn by him 
from the Library shall be guilty of a Class 3 mis- 
demeanor if he shall fail to return the borrowed 
material within 30 days after receiving a notice 
from the State Librarian that the material is over- 
due. The provisions of this section shall not be in 
effect unless a copy of this section is attached to 
the overdue notice by the State Librarian." 

(IOS pacrosions 5 L995) C253975, 929 O04 thx, 
Sess., c. 24, s. 14(c). ) North Carolina G.S. 125-11 


Fines for Overdue Materials 

_ For each overdue item in the general collection, a 10 cents 
per day fine is charged for each day the LRC is open. Reserve 
book fines are assessed at the rate of 25 cents the first hour 
or part of an hour for all hours the LRC is open. A $1 per day 
overdue fee is charged for all AV software and equipment. 
Fines may accumulate up to $10 for each overdue item and 
should be paid when materials are returned or as soon as 
possible thereafter. 
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Lost/Damaged Materials 

Lost or damaged materials should be reported promptly to 
a member of the LRC staff. It is your responsibility to pay the 
replacement cost of any lost material, plus a $10 processing fee. 
If the material is later found, the price of the material is refund- 
able. Costs for the repair or replacement of damaged materials 
also are your responsibility. 


Security System 

As in many libraries and public buildings, the LRC has a 
security system for the protection of its materials. If you walk 
through the detection system carrying library materials that 
have not been properly checked out, you will set off the alarm. 
Should the alarm sound, return to the circulation desk to 
ensure that your materials have been properly checked out. 
The detection system will not harm your diskettes, audiotapes, 
or videotapes. 


Internet Use 

The mission of the LRC is to support the College in its 
educational, research, and cultural endeavors through care- 
ful selection, acquisition, organization, interpretation, and 
access to information resources. Within this context, access 
to the Internet is offered to registered LRC patrons. 

LRC staff will identify specific starting points for searches 
that are appropriate to the LRC’s mission and service roles. 
The staff cannot control or monitor material that may be 
accessible from Internet sources. Individual users must 
accept responsibility for determining content. The LRC 
affirms the right and responsibility of parents of underage 
children to determine and monitor children’s use of materials 
and resources. 

Black/white copies can be printed for 10 cents per page, 
color copies for 25 cents per page. 

Please sign in at the circulation desk to get started. 
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General Internet Principles 


ie 


Access to Internet resources is provided to support the 
educational, research, and administrative purposes of 
the College. It is expected that all who use this service 
must do so responsibly, respecting the rights of others 
and the integrity of the physical facilities. Internet use 
is a privilege, not a right, and inappropriate use will 
result in cancellation of privileges. 

Workstations may be monitored to ensure appropriate 
usage. 

Each Internet user must be a registered LRC patron and 
abide by the regulations in the RCCC LRC Handbook 
and RCCC Student Handbook. 

Priority will be given to students, faculty, staff, then 
community patrons (in this order). 

Computer use may be limited to one hour intervals. 
NC LIVE remote access is available to individual 
registered patrons who are current students, 

faculty, or staff at RCCC. 


As models for responsible use, patrons should: 


se SEN PPT ae 


Be polite and considerate of others. | 
Not make any changes to the computer or printer setup. 
Not violate any software license agreement or copyright. 


Not create, display, or transmit materials that may be 
obscene, threatening, racist, sexist, and/or offensive. 


Not use the workstations for profit-making activities, game 
playing, chat rooms, or personal e-mail. 
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Alternative Learning Center 


The Alternative Learning Center is a structured, but flexible, 
learning center offering one-on-one assistance in a variety of 
study areas. 

You set your own attendance and study hours, and your 
success will depend upon the amount of time you spend 
studying, the academic progress you make, and the fulfill- 
ment of mandatory class attendance hours. 


College Preparatory 

Before heading off to college, you may want to think about 
enhancing skills that will help you become better prepared for 
college-level work. Through the Alternative Learning Center, 
you may refresh your knowledge in a variety of subject areas, 
such as math or English. Although you won't receive a grade, 
you will receive skills to help you become more successful in 
college studies. 


Curricular Courses 

College curricular courses also are offered. These courses 
are listed in the schedule of courses published each term 
and may help alleviate class scheduling conflicts. Advisor 
approval is required before registering for these individual 
study courses. 


Distance Education Courses 

You may begin or continue your college education in the 
privacy of your home by enrolling in distance education 
courses. Distance education courses include telecourses 
broadcast by the UNC Center for Public Television, teleweb 
(a combination of telecourse and internet activity), college by 
cassette, and Internet-based courses offered by RCCC which 
are found on the College’s web site. 

Course registration is held on campus, where instructors 
are available to assist students throughout their at-home 
studies. The number of credit hours earned upon successful 
course completion are reflected on students’ transcripts. 


ie 


Make-up Tests 

Many instructors leave make-up tests in the Alternative 
Learning Center, affording you the opportunity to take 
tests at your convenience. When you test, you will be asked 
to present picture identification, as well as the name of your 
instructor. 


Special Interest Courses 

Foreign language, vocabulary, reading, and other special 
interest courses are offered on an independent study basis 
to individuals at least 16 years of age. Although materials 
are self-instructional, a staff member is on hand to provide 
assistance. All noncurricular courses are free, and qualified, 
friendly instructors are available to work with you at your 
convenience. 


Test Preparation 

You may wish to become more skilled with test-taking 
techniques. Standardized tests are often needed for meeting 
job requirements and entering the military or college. The 
videos, computer disks, and other materials that are available 
can sharpen your test-taking skills. 
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Computer-Assisted Instruction (CAI) Lab 


Microcomputers and software are available to help improve 
skills in English, math, science, reading, business, social studies, 
cosmetology, and a variety of other areas. Word processors also 
may be used to type and print reports, papers, letters, etc. You 
will need to bring your own diskette if you wish to save docu- 
ments. The first two printed black/white copies are free, with 
fees charged for additional copies and/or wasted materials. All 
color copies are 25 cents per page. 

The modest size of the LRC staff prohibits offering computer 
instruction for patrons using the CAI Lab to prepare personal 
papers, etc. Therefore, you'need to be “computer literate" in 
order to take full advantage of the CAI Lab. You should know 
how to format a disk, use a word processing program, and save 
material properly to your diskette before attempting to use the 
equipment. Also, please observe the policies that are posted in 
the lab. 
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Additional LRC Services 


Book Sale 
Materials no longer needed in the LRC collection may be 
purchased by patrons for a small donation. 


Copy Machine 

A coin-operated copy machine is available for use near the 
LRC entrance. Each copy costs 10 cents, and the copier accepts 
nickels, dimes, quarters, and one-dollar bills. Small change may 
be requested at the circulation desk; however, no change is 
available after 4 p.m. 

In addition to copying and collating your own materials, you 
also must adhere to the U. S. Copyright Law, which is posted 
near the copy machine. 


Film Catalogs 
The LRC has several catalogs listing films and videos 
available for free or rent. The LRC will order the films for 
you, but you are encouraged to plan at least two weeks in 
advance and to return borrowed items promptly after use. 


Gifts 

The LRC accepts and welcomes gifts of books, magazines, 
and related media which are relative to the needs of RCCC 
students and faculty. 
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Interlibrary Loan 

Should the materials you need not be in the LRC's collec- 
tion, you may request them from other libraries through 
interlibrary loan. Requests for interlibrary loans are to be 
made at the circulation desk. 

WebCat also allows you to place holds on items available at 
other NC community colleges. LRC staff will request interlibrary 
loan items from other libraries in the U.S. 

Materials, if available, are usually received by the LRC with- 
in seven to ten days, and any costs incurred must be paid by 
you. You may specify the maximum amount you are willing 


to pay. 


Internet 

Internet access is provided for registered LRC patrons. Use 
of this LRC resource is provided for the research, educational, 
and administrative purposes of the College. Sign in at the 
circulation desk to begin. 


Job Listings 

The NC Employment Security Commission Job Listings and 
Employment Opportunities with NC State Government are 
available online in the LRC. In addition, a representative from 
the local employment office usually is available one afternoon 
per week to assist RCCC students. 


Lamination 

There is a nominal fee for laminating personal items. Requests 
for lamination services are to be made at the circulation desk at 
least one day in advance. 
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LRC Orientation 
Lectures on the use and interpretation of LRC resources are 
- offered to class groups and can be individualized to meet a 
particular group's needs. Faculty members and others interested 
in setting up such a presentation should notify the LRC Director 
at least one week in advance. 


NewsBank 
NewsBank is an index to newspaper articles, some of which 

are available full text online or on microfiche. Articles from more 

than 400 selected newspapers are organized by subject. NewsBank 

remote access information is available at the circulation desk. 


Newspapers 

In addition to the NewsBank index, the LRC subscribes to 
several different state and local newspapers. Back issues are 
kept for three to six months. 

NC LIVE also provides indexing to newspapers and some 
full-text articles. 


_ Paperback Best Sellers 

A small collection of paperback best sellers is located near 
the circulation desk. These paperbacks are indexed in the 
library catalog and may be checked out for two weeks. 


Picture File 

This file contains 8 1/2" x 11" black and white portraits of 
international personalities. It includes an alphabetical index 
by surname; an index by the field of activity (i.e. medicine, 
dance, theatre); a chronological index; and a calendar of 
anniversaries. 
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RCCC Scrapbooks 

Newspaper articles related to the College are clipped and 
maintained chronologically in scrapbooks. These materials 
are to be used in the LRC only. 


Scholarship/Loan Information 

The College Blue Book provides descriptions, statistics, 
and scholarship /loan information for all colleges in the 
United States. Many other scholarship sources are found 
online and in the Reference area. 


SIRS 

SIRS (Social Issues Resources Series) provides access to full- 
text articles and graphics from hundreds of magazines, news- 
papers, and government documents. Topics covered include 
social issues, global events and issues, and science. Available 
online, full-text articles can be printed or downloaded to a 
floppy diskette or e-mailed. 


Small Group Study Rooms 

Two rooms are available for small group study or meetings. 
By checking at the circulation desk, you may reserve a time to 
use these rooms. Remember, no food or drinks are allowed. 


Special Equipment 
Special reading devices are available for the visually impaired. 
If assistance is needed, please see an LRC staff member. 


Suggestions | 

The LRC staff welcomes your suggestions as to how to best 
serve your needs. You may choose to talk directly with a staff 
member, drop written suggestions in the Suggestion Box 
located in the Leisure Reading Alcove, or make suggestions 
via WebCat. 
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Tax Forms 
Federal and state tax forms are available upon request at the 
circulation desk. 


Teleconferences 

Teleconferences should be scheduled five working days in 
advance of air date in order to arrange for personnel to be 
available. 


Telefax 

Telefacsimile service is available to send and receive copies 
instantaneously throughout the world. A fee of $1 per page, 
including a cover sheet, is charged to send and to receive a 
personal fax within the United States. Please inquire at the 
circulation desk for further information. 


Telephones 


Student use of office phones is prohibited. Pay phones are 
available in the student lounge. 


24 


Information contained in this handbook is subject to 
change after publication printing, which was in 
September 2000. 


(500 copies of this public document were printed 
at a cost of $280, or $.56 per copy.) 
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